BY ORDER OF THE COMMANDER ARPC INSTRUCTION 23-1001
AIR RESERVE PERSONNEL CENTER 15 NOVEMBER 2001

Supply
SUPPLY/EQUIPMENT OPERATIONS

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY

NOTICE: This publication is available digitally on the AFDPO WWW site at:
http://www.e-publishing.af.mil.

OPR: HQ ARPC/MSLG (Ms Shirley Lovato) Certified by: HQ ARPC/MS (Lt Col Edward Cyrus)
Supersedes ARPCI 23-101, 3 November 1999 Pages: 11
Distribution: F

This instruction's ultimate goal is to ensure the Supply/Equipment Branch provides timely support to all
Directorates, special staff offices, and tenants. The achievement of this goal is the responsibility of this
office along with the directorate supply/equipment representatives.

SUMMARY OF REVISIONS

This revision deletes all reference to in-house repair. It also updates the procedures for used recyclable
cartridges and mobility bags. A bar (| ) indicates a revision from the previous edition.

1. References:
1.1. AFM 23-110, Vol. 2, Part 13, Chapter 1, USAF Supply Manual.
1.2. DFAS-DE 5335.2-R, Supply Discipline Program.

2. Explanation of Terms:

2.1. Supply/equipment representative. A person authorized to request, receive, and turn in supplies
and equipment. Any number of personnel may assume responsibility for supplies and equipment.

2.2. Equipment custodian. A person whose primary responsibility is the accountability for equipment
(typewriters, viewers, fax machines, copiers, etc.) in their directorate.

2.3. Custody account/custody receipt listing (CA/CRL). A computer-generated document that lists all
the accountable equipment assigned to a specific equipment custodian's account.

2.4. Due-out validation listing (M-30). A monthly listing of supply/equipment items each directorate
has on back order.

2.5. Accountable equipment. Items listed on CA/CRL.
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2.6. Non-accountable equipment. Items classified as equipment, but do not appear on the CA/CRL.

3. Policy. The ARPC Logistics, Education and Training Division (MSL) operates under a centralized
supply and equipment concept which includes preparation of paperwork to buy all supplies and equip-
ment. Excluded are administrative supplies, that can be ordered by directorate supply/equipment repre-
sentatives from the DFAS-DE Supply Store using a DFAS-DE Form 28, Supply Store Purchases
(Attachment 1) or items available through GSA Customer Supply Center using GSA Form 3542, Cus-
tomer Supply Center Order (Attachment 2). Also excluded are requests for Automated Data Process-
ing Equipment (ADPE). This type of equipment must be ordered through the Communications and
Information Directorate (SC) using an AF Form 3215, C4 Systems Requirements Document. Each
directorate will designate, by letter to the Supply and Equipment Branch (MSLQ), at least two people to
serve as its primary and alternate supply/equipment representatives. MSLG will serve as the primary
equipment custodian for ARPC accounts. Designated persons will be the only people authorized to
request supplies and equipment through MSLG. MSL serves as resource advisor to the ARPC Financial
Working Group (FWG) and manages funding and budgetary requirements for all supplies and equipment.

4. Procedures:
4.1. Routine supply requests:

4.1.1. Designated representatives will prepare ARPC Form 7, Request for Supplies/Equipment
(Attachment 3), and forward it to MSLG.

4.1.2. Requests will include specific information including the name of the item, stock/part num-
ber, quantity, unit of issue, requesting organization's account number, shop code, price (if known),
and supporting justification.

4.1.3. MSLG will validate the request, prepare the required documents, and forward the request to
the Host Base Supply. Items in stock will normally be delivered within 2 to 3 days. Items not in
stock will be backordered or may be purchased using government credit card procedures.

4.1.4. If an item was backordered on a routine basis and becomes mission essential, the desig-
nated supply/equipment representative must give MSLG a letter of justification for a priority
upgrade. The letter requesting upgrade should describe what the impact on ARPC's mission will
be if the item is not received on a priority basis.

4.2. Rubber stamp requests:

4.2.1. Requests for rubber stamps will be submitted to MSLG using an ARPC Form 7 (Attach-
ment 4) with a typed sample of the stamp required on white bond or computer paper (Attachment
5). Correct spelling and punctuation is essential, as corrections cannot be made to the finished
product.

4.3. Priority supply requests:

4.3.1. Requests are processed through the supply system using a higher priority and urgency jus-
tification code (UJC).

4.3.2. Emergency requests can be purchased using the government credit card for items costing
less than $2,500.00.

4.4. Emergency supply walk-through:
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4.4.1. Designated supply/equipment representative will request emergency/anticipated work stop-
page supplies on ARPC Form 7 with a cover letter addressed to MS, TECOM INC/LGS (IN
TURN). Walk-through letters will include justification and mission impact statement, quantity
required, and suggested source of supply. All data required for a normal request will be provided
on the ARPC Form 7.

4.4.2. Walk-through letters must be signed by a director or deputy director (Attachment 6). After
the letter is signed, the designated supply/equipment representative will hand carry the letter and
ARPC Form 7 to MSLG.

4.4.3. MSLG will validate the request, prepare the base supply documents, and process/track the
request ,through the Host Base Supply and Contracting until a confirming purchase order is made,
property is received or estimated delivery date is known.

4.5. Equipment requests:

4.5.1. All requests for equipment will require preparation of an ARPC Form 7, which must
include justification, stock number/part number, name of the item, quantity, and a complete
description of the item requested. The appropriate equipment custodian or director must sign the
request.

4.5.2. Requests for administrative office equipment such as reader/printers, viewers, copiers, fax
machines, and filing systems, will be processed and approved by SC before being forwarded ,to
MSLG.

4.5.3. MSLG will validate requirements against table of allowances; check excess inventory; and
prepare, coordinate, and process required documentation to Host Base Supply.

4.6. Equipment repair/turn in:

4.6.1. ARPC associates will call MSLG to request repair of office equipment. They must provide
model number, serial number, post location, point of contact and complete description of the prob-
lem.

4.6.2. MSLG equipment manager will contact nearest service facility to obtain repair estimate. If
the cost is fair, reasonable, and less than $2,500.00, repair will be authorized based on maximum
repair allowance (MRA) and paid for using the government credit card. If the cost is over
$2,500.00, an AF Form 9, Request for Purchase, will be processed through Host Base Contract-
ing office.

4.6.3. The equipment representative or custodian will prepare ARPC IMT 7 and process it
through MSLG indicating the items available for turn in and their serviceability. Large items will
remain in the respective offices until disposition action is taken. Small items such as typewriters,
viewers, and calculators may be taken to MSLG for reutilization or turn in.

4.6.3.1. Serviceable items will be advertised for redistribution or held by MSLG for future
use. If items cannot be relocated MSL will initiate turn in action.

4.6.3.2. Unserviceable items will be processed for turn in by MSLG. The equipment custodian
will verify whether the item is excess or requires replacement. If replacement of equipment is
required, the ARPC Form 7 will be signed by the custodian or director as indicated in
paragraph 4.5.1.
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4.7. Accountable property on temporary loan:

4.7.1. Before accountable property can be removed from the work area to another location inside
or outside ARPC, the following must be completed:

4.7.1.1. Equipment custodians must notify MSLG when they are going to transfer a piece of
equipment to another directorate within ARPC. Provide serial number of machine and post
number where the machine will be located.

4.7.1.2. Accountable equipment leaving the building temporarily must be accompanied by an
AF Form 1297, Temporary Issue Receipt, in three copies. This form must be signed by an
approving official. For audio visual and computer equipment, the Systems Services Division
(SCS) personnel are the approving officials. For all other equipment, MS personnel must
approve the removal. DFAS- DE/PS (Security) and the building guards will have a list of per-
sonnel authorized to sign as approving officials and their sample signatures.

5. Excess Consumable Supplies:

5.1. Serviceable consumable supplies may be placed in the free issue bins in the Building 444, Post
1-K-13.

5.2. All items in the free issue bins-are free to agencies who are customers of the DFAS-DE Supply
Store. These items are for official government use only.

6. Recyclable Cartridges:

6.1. Recyclable cartridges and drum units ordered from GSA Customer Supply Center for fax
machines, copiers, and laser printers will be returned to the address provided on the mailing label
inside the box. Place used cartridge in the box, seal with tape, affix the label and take to mail room.

6.1.1. Defective cartridges purchased from the DFAS-DE Supply Store can be returned to their
service desk (post 1-K-13). In order to receive credit, you must bring a copy of the computer print-
out of the store charge or a copy of the DFAS-DE Form 28 showing when you purchased the toner
cartridge.

7. Personnel Support for Contingency Operations (PERSCO) Requirements:

7.1. PERSCO Team Chief will identify the amount and type of mobility bags required: Type A—gen-
eral purpose, Type B—cold weather, Type C—chemical warfare defense equipment. The Command
Equipment Management Office may add additional items, if necessary, to meet each unit's mission.

7.2. Allowance Standards are the sole basis for the authorization and procurement of equipment items
for mobility requirements (Allowance Standards 016 and 459). Bags will not contain duplicates cur-
rently allowed in the allowance standards; for example, only one extreme cold weather parka is
allowed for each person.

7.3. Mobility bags will be kept in a secured storage area. Store as ready-for-issue assembled mobility
kits, each containing a copy of the preprinted kit receipt list.
8. Weapons Management:

8.1. Weapons will be stored at the nearest secured weapons storage facility.
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8.2. Physical inventory and serial number verification of weapons on the CA/CRL will be accom-
plished by the equipment custodian or the weapons control officer twice per year.

8.3. PERSCO team members are required to keep weapons cleaned and oiled. The weapons control
officer will schedule cleaning times with the weapons storage facility.

9. Inventory:
9.1. Annual inventory of all accountable equipment will be conducted by MSLG equipment manager

and directorate equipment custodian.

10. Form Prescribed. ARPC Form 7.

KIRK A. JAMISON, Chief, Systems Services Division
Directorate of Communications and Information



ARPCI23-1001 15 NOVEMBER 2001

Attachment 1

DFAS-DE FORM 28, SELF-SERVICE STORE PURCHASES

SUPPLY STORE PURCHASES
ACCOUNT CODE RESOURCE ADVISOR BRANCH CHIEF !
297RM NOT NECESSARY ON ARPC ACCOUNTS SHIRLEY LOVATO
QUANTITY
QUANTITY UNITASSUE DESCRIPTION STORE # RECEIVED
1 PG BATTERY, AA 271
PURCHASER'S NAME OFFICE SYMBOL | EXT STORE CLERK DATE
INITIALS

SHIRLEY LOVATO ARPC/MSLG 6-6317

DFAS-DE Form 28, AUG 94 (EF) PREVIOUS EDITION IS OBSOLETE
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Attachment 2

GSA FORM 3542, CUSTOMER SUPPLY CENTER ORDER

CUSTOMER SUPPLY CENTER ORDER
(See instructions on reverse)

DATE
22 Jun 1997

If limited quantities are used, local reproduction is authorized. Otherwise obtain supplies from the National forms and Publications Center.

FOR CSC USE ONLY

3. UNIT

1. ITEM N_U_MBEH'N”N 2. ITEM DESCRIPTION OF 4. QUANTITY 5. UNIT PRICE G:; EXTENDED PRICE
(Last 7 digits of NSNJ \SSUE ESTIMATED
1 2‘4‘5|7,912‘1 NOTEBOOKS P‘G 0'010‘1 0{5‘0\ |0 O}O‘SIOIO‘O
2 L] NN IEEEEN IR
L] NN IEEEEN AR
L] NN NN
JENNEEE RN
JENRNNE e
ANNRNNE NI
JENENNE HEEENIEEEEN RN
JENEENE HEEENIEEEEN RN
o L] NN AN
MEEEREE NN IR
2 ] NN
o L[] NN
L] HiEEEE IR
L] NI
o L] iR
7] HiEEERIEAEE NI
Sk : Gadaaiad i 17. ESTIMATED TOTAL COST I ‘ ‘ I I
8. REMARKS
REGULAR BILLING
9a. SIGNATURE AND TITLE OF APPROVING OFFICIAL 9b. TELEPHONE NUMBER Sc. DATE

(303) 676-5555 22 Jun 1997
10a. SIGNATURE OF PERSON SUBMITTING ORDER 10b. TELEPHONE NUMBER 10c. DATE

(303) 676-5551 22 Jun 1997

12. ACTIVITY ADDRESS CODE
11. CUSTOMER ADDRESS EGT066

13. AGENCY ACCESS CODE
HQ ARPC/WWWW SWWW
6760 E IRVINGTON PL #9900 14. FAX NUMBER
DENVER CO 80280-9900 (303) 676-3333

GENERAL SERVICES ADMINISTRATION

GSA FORM 3542 (REV. 3-92)



ARPCI23-1001 15 NOVEMBER 2001

Attachment 3

ARPC FORM 7, REQUEST FOR SUPPLIES/EQUIPMENT

DATE
REQUEST FOR SUPPLIES/EQUIPMENT 19960624
FROM TO
HQ ARPC/SC HQ ARPC/MSLG
DOCUMENT NUMBER REQUIRED DELIVERY DATE
297SC 19960715
B & : 'SUPPLY/EQUIPMENT INFORMATION
REQUESTED ITEM
LASER PRINTER LABELS
MANUFACTURER CATALOG ISSUE AND DATE
UNIVERSAL OFFICE PRODUCTS
STOCK NUMBER OR PART NUMBER NAME AND MODEL OF MACHINE THAT ITEM WILL BE USED ON
UNV-80106
UNIT OF ISSUE | COLOR QUANTITY SIZE UNIT PRICE
BOX WHITE 1 4" x 1/3" $36.25
COMPLETE DESCRIPTION T ASER PRINTER LABELS, 1400 PER BOX, PIN FED
- SUGGESTED SOURCE INFORMATION  (IF. KNOW/)
-] COMPANY NAME -
AARONS OFFICE PRODUCTS
GSA CONTRACT NUMBER
VENDOR | ADDRESS
"INFO' 7 | 445 BROADWAY
cTy STATE ZIP CODE (+4)
““| DENVER Cco 80203-
| PHONE (INCLUDE AREA CODE) POINT OF CONTACT
""" 1(303) 778-1577 SUE
SOURCE STATEMENT
ALL REQUIRED SOURCES OF SUPPLIES AND SERVICES HAVE BEEN CHECKED (IAW FAR PART 8). ALL PURCHASES OVER $2,500.00 ARE ON A PRE-PRICED
CONTRACT. SUPPORTING DOCUMENTATION IS INCLUDED. ALL PRICES HAVE BEEN VERIFIED WITH CATALOGS AND/OR INVESTIGATED THROUGH PHONE
CALLS AND VISITS TO STORES.
s R JUSTIFICATION  (NEW OR REPLACEMENT EQUIPMENT) . i
FOR ADDRESSING LARGE ENVELOPES (THE DFAS-DE SUPPLY STORE DOES NOT STOCK THIS ITEM).
AUTHORIZATION
REQUESTER DATE
MARILYN KELLNER, Chief, Computer Operations 19960624
CARD HOLDER DATE
HQ ARPC/FM APPROVING OFFICIAL DATE

ARPC FORM 7: 30SEP1999 (EF) PREVIOUS EDITION IS OBSOLETE
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Attachment 4

ARPC FORM 7, REQUEST FOR SUPPLIES/EQUIPMENT

DATE
REQUEST FOR SUPPLIES/EQUIPMENT 19960624
FROM TO
HQ ARPC/MS HQ ARPC/MSLG
DOCUMENT NUMBER REQUIRED DELIVERY DATE
297MS 19960714
2 SUPPLY/EQUIPMENT-INFORMATION
REQUESTED ITEM
RUBBER STAMP
MANUFACTURER CATALOG ISSUE AND DATE
LEYBA'S
STOCK NUMBER OR PART NUMBER NAME AND MODEL OF MACHINE THAT ITEM WILL BE USED ON
N/A
UNIT OF ISSUE COLOR QUANTITY SIZE UNIT PRICE
EA N/A 1 i $36.25
COMPLETE DESCRIPTION SEE ATTACJED
i SUGGESTED ‘SOURCE INFORMATION: (IF: KNOWN}
""" GNRENSHEFICE PRODUCTS;EUBA =
s
G GSA CONTRACT NUMBER
VENDOR ADDRESS
INFO  |3157 E 40TH AVE

CITY STATE ZIP CODE (+4)

DENVER Co 80205-

PHONE (INCLUDE AREA CODE) POINT OF CONTACT

(303) 329-0367 SUE

, : _ © SOURCE STATEMENT : & _
ALL REQUIRED SOURCES OF SUPPLIES AND SERVICES HAVE BEEN CHECKED (IAW FAR PART 8). ALL PURCHASES OVER $2,500.00 ARE ON A PRE-PRICED
CONTRACT. SUPPORTING DOCUMENTATION IS INCLUDED. ALL PRICES HAVE BEEN VERIFIED WITH CATALOGS AND/OR INVESTIGATED THROUGH PHONE
CALLS AND VISITS TO STORES.
L [ JUSTIFICATION (NEW OR REPLACEMENT EQUIPMENT)
REQUIRED TO STAMP DOCUMENT
T " AUTHORIZATION T

REQUESTER DATE
E.D. BROWN, Budget Officer 19960624
CARD HOLDER DATE
HQ ARPC/FM APPROVING OFFICIAL DATE

ARPC FORM 7' 30SEP1999 (EF) PREVIOUS EDITION IS OBSOLETE
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Attachment 5

RUBBER STAMPS

MSLG has a book with samples of print, styles, and sizes. Please be sure spelling and punctuation are cor-
rect.

STYLE: NEW COURIER  SIZE: 12 pt

SUSAN LUTHYE
Budget Officer

Directorate of Financial management

For signature stamps, please have the individual sign three times. Signature should be between 1 and 3
inches in length.
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Attachment 6

SAMPLE LETTER FOR EMERGENCY WALK-THROUGH
13 May 1996

MEMORANDUM FOR 21 LSS/LGSMLS

FROM: HQ ARPC/MSLG

6760 E Irvington PI #6200

Denver CO 80280-6200

SUBJECT: Emergency Walk-Through

1. Request an emergency walk-through for the following items:

NSN NOMENCLATURE QTY Ul COST

6750P310958 AMMONIA HYDROXIDE DEVELOPER 1 BX  $36.84
6850P326795 CHEMISTRY, DIRECT POSITIVE 6 BX  $96.96

2. The above items are required to support the operation of the AUTOMATED RECORDS MANAGE-
MENT SYSTEM (ARMS) equipment. An AF Form 1996, Adjusted Stock Level, was submitted on 5
September 1995 to establish a special level for all supplies needed to keep the system operational.
According to the Requirements Unit of Base Supply, these two items were never requisitioned.

MICHAEL E. GEBHARDT, Col, USAF
Director of Mission Support
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